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POLICY: .01 Author ized absences taken without charge to
vacat ion,  s ick leave, or other paid leaves are
considered leaves without pay (LWOP), which is
also cal led leave of absence.  LWOP appl ies to al l
employees except casuals.

RECORDING ABSENCES: .02 Use the appropr iate “L” code on the t ime and ef fort
report.   See Table 300.I.

NOTE:   An exempt employee may receive less
than ful l  salary i f  he or she elects to treat a ful l
day absence as leave without pay instead of
charging the absence to accrued vacation or sick
leave or takes a fu l l  day of leave without pay
when paid leave is exhausted.

EFFECT OF LWOP ON .03 All  vacat ion and sick-leave accruals cease at the
     VACATION AND/OR start  of LWOP and resume only upon the
     SICK LEAVE: employee’s actual return to work, except

Part-t ime exempt employees and all  fu l l - t ime
employees accrue leave for any month in which
LWOP is less than half the workdays in the
month.

Part-t ime nonexempt employees accrue leave in
proport ion to hours in pay status in a month.

EFFECT ON SALARY: .04 Employees on long-term LWOP are el ig ible to be
considered for salary increases but do not receive
the increases unt i l  they return to pay status.  A
Personnel Action form (PA) is required to
implement the increase.

NOTE:   Temporary returns of at least 1 pay
period quali fy employees to be el igible to
receive salary increases.

EFFECT ON SEVERANCE PAY: .05 For severance pay purposes,  LWOP equal to or
greater than 30 consecut ive days is deducted from
the employee’s length of Laboratory serv ice.

.06 Employees terminated from personal LWOP status
are not e l igib le for severance pay.
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TRANSITIONS FROM PAID
     TO UNPAID LEAVE:

Holidays .07 If a Laboratory hol iday occurs on the workday
immediately preceding LWOP or immediately
preceding the day an employee returns to work,  the
employee is paid for that hol iday unless the leave
was for discipl inary reasons.

SHORT-TERM LEAVE
     WITHOUT PAY:

Definition .08 A short- term LWOP is for 30 calendar days or
fewer days.

Approval .09 The group-level  manager approves short-term
LWOP on the t ime and ef fort report.   A PA is not
required.

NOTE:   I f  i t  is uncertain at the beginning of the
leave that the leave wi l l  extend beyond 30 days,
a PA for a long-term leave must be processed.

Benefits .10 Employees must arrange with the Benefi ts Team in
the Compensat ion and Benef its Group (HR-C&B) to
pay insurance premiums �  to prevent interrupt ion
in benef its coverage. Coverages cannot be canceled
retroact ively.  An employee on LWOP for a per iod
of less than 2 months who cancels coverages is not
al lowed to enrol l  upon return to work except with
special  approval of the insurance carr iers.  An
employee must be in work status 5 consecut ive
workdays during the month to receive the
employer-contr ibution coverage dur ing the
fol lowing month.

Return to Pay Status .11 Normal ly,  the employee is reinstated into pay
status upon return to the work s ite.  See also  AM
318 for temporary returns from long-term leave
without pay.

LONG-TERM LWOP:
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Definition .12 A long-term LWOP is for more than 30 calendar
days and usual ly may not exceed 6 months without
special  approval.  LWOP should not be granted to
marginal employees or when the probabi l i ty is  low
that a sui table posit ion wi l l  be avai lable at the end
of the leave.   Moreover, LWOP should not be
granted in l ieu of  voluntary resignat ion when the
approving manager knows the employee intends to
accept permanent employment elsewhere.   The
group- level manager provides wri tten terms and
condit ions of the LWOP to the employee before the
leave begins or as soon as possible thereafter i f  the
leave is an emergency.

Employee Nonwork .13 Any employee (except a casual) must be placed on
Periods long-term LWOP for any per iod of more than 30

days during which the employee is not in pay
status.

Approval .14 The group-level  manager approves LWOP for
periods up to 6 months.  The div is ion-level
manager can approve extensions of  LWOP for
periods beyond 6 months up to a l imit of 12
months.  In special  s i tuat ions, the Director for
Human Resources (DHR) may approve LWOP for
more than 12 months.  Approval to extend a LWOP
beyond 3 years requires the DHR to consult in
advance with the University of Cali fornia and to
inform the contract ing off icer at the Department of
Energy.  The requesting organizat ion must submit  a
PA to the assigned Human Resources General ist  for
appropr iate approvals.  See also Chart I ,  Personnel
and Salary Administrat ion, in AM 600.II.  Chart  of
Approvals.

Categories .15 A long-term leave is for programmatic, medical ,  or
personal reasons.

.16 Programmatic —  Programmatic LWOP is granted at
Laboratory convenience and in furtherance of
Laboratory object ives by both the div is ion-level
manager and the appropr iate program director ( i f
any).  This leave includes technology transfer
act ivi t ies that are deemed by the div is ion-level
manager and the Industr ial  Partnership ( IP)
Program Off ice to be in the best interests of the
Laboratory.   Programmatic Leave is granted for
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some non-Laboratory funded appointments such as
to the United States Department of State or the
International Atomic Energy Agency ( IAEA).
Programmatic Leave may also be granted to an
employee who accompanies his or her spouse on a
change of stat ion, Intergovernmental Personnel Act
(IPA) program, Borrowed Personnel Agreement,
Professional Renewal Leave (PRL), or Professional
Research and Teaching Leave (PR&TL). �  When
programmatic LWOPis granted, the cognizant
divis ion- level manager, the Program Director ( i f
any), and the employee must s ign a memorandum of
understanding (MOU) that states the purpose and
length of the leave and whether any extensions wi l l
be granted.   The MOU must specify a plan for the
employee to return to work at the conclusion of the
leave, including funding arrangements.  Normal ly,
programmatic leaves are ini t ia l ly  approved for 1
year. �

NOTE:   An employee on programmatic leave
without pay may be considered for reduct ion in
force.

.17 Medical —  An employee may be granted long-term
LWOP for extended personal i l lness.  Such
instances of medical LWOP must be approved by
l ine management (see .14) and by the Occupat ional
Medic ine (ESH-2) Group Leader.  The ESH-2
Group Leader recommends the ef fective dates for
the beginning and end of the LWOP.  Except for .18
below, there are no guaranteed returns to posi t ions.
Employees on medical leave may be terminated
during or at  the end of their LWOP i f no posit ion is
avai lable; these employees are not e l igib le for
severance pay.  Employees must be advised in
writ ing that there are no guarantees of return to
act ive pay status af ter a medical leave of absence.
See also AM 113,  Terminat ions:  Categor ies and
Procedures.   A PA must be submitted for medical
LWOP.

NOTE:   Employees may be el ig ib le for up to 12
weeks of leave under the Family and Medical
Leave Act (FMLA)  See AM 327.

.18 Pregnancy and/or Maternity-Related —  Medical
leave of up to 4 months is granted for pregnancy
and/or materni ty disabil i t ies that are doctor-
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cert i f ied; such leave may consist of any
combinat ion of accrued sick leave, vacat ion,  and
LWOP.  The returning employee returns to her
former posit ion unless that posi t ion has been
el iminated as part of a Laboratory reduction-in-
force.  See AM 114,  Reduction-in-Force. �  Any
time taken  for a materni ty-related disabi l i ty is also
charged against the 12 weeks of leave provided
under FMLA. See AM 327.  I f  the doctor-cert i f ied
disabi l i ty per iod extends beyond 4 months, the
pregnancy and/or materni ty d isabi l i ty is  t reated l ike
any other d isabi l i ty .  However, the employee may
be el ig ible for addit ional t ime of f under parental
leave.  See .19 below.  See also AM 117, Employees
with Temporary Impairments.

.19 Parental Leave — Upon request, a regular
employee must be granted parental leave for up to 6
months to care for a newborn or newly adopted
chi ld.  Parental leave may consist of s ick leave,
vacat ion,  and/or leave without pay where
appropr iate under Laboratory pol icy and may only
be taken within the f i rst  year of  the bir th or
adopt ion of the chi ld.  Provided the total per iod of
leave does not exceed 6 months, the employee
returns to the same or substant ia l ly equal posi t ion
unless the posi t ion has been eliminated as part of a
Laboratory reduct ion- in-force.  See AM 114,
Reduct ion- in-Force.  The fol lowing leaves are also
charged against the 6-month al lotment:

Leave taken for a materni ty-re lated disabi l i ty
fol lowing del ivery including leave taken under
FMLA ( see .18).

FMLA leave taken to care for a newborn or
newly adopted chi ld.

.20 Personal —  Personal leave may be granted for non-
job-related educat ion,  temporary employment
outside the Laboratory, to care for an i l l  fami ly
member �  who has a protracted i l lness (see also
AM 327),  or for the convenience of  the employee.
Personal leave should be granted only when the
manager can just i fy retent ion of the employee
based on programmatic needs.  No guarantee is
made for a return to a posi t ion after the leave.
Employees on personal leave may be terminated
during or at  the end of their LWOP i f no posit ion is
avai lable and are not e l ig ib le for severance pay.
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Group-level  managers must advise employees in
writ ing at the t ime of the approval that employees
have no guarantees of  return to active pay status
after a personal leave of absence.

.21 An employee who is consider ing the possibi l i ty of a
personal leave for entrepreneuria l purposes should
contact IPO for guidance.  Under the pr ime
operating contract between the University of
Cali fornia (UC) and the Department of Energy
(DOE), the U.S. Government has r ights to al l
inventions made by indiv iduals acting within the
scope of their Laboratory employment.  The issue
of patent r ights must be discussed with IAO, and a
determination as to whether DOE actual ly has
rights must be made by the Laboratory Counsel’s
Intel lectual Property Off ice (LC/IP).

Continuation of Benefits .22 Employees taking a long-term leave of absence of 2
years or less may cont inue some of their  insurance
policies by paying both the employee and employer
contr ibut ions.   The decision to cancel or retain
insurance coverages must be made at the beginning
of the leave of absence.  Coverages cannot be
canceled retroact ively.  An employee on LWOP for
less than 2 months who cancels coverages is not
al lowed to enrol l  upon return to work except with
special  approval of the insurance carr ier.

.23 If the LWOP is for less than 3 months and the
employee elects to retain coverages, the employee
must make arrangements with the Benef i ts Team to
pay al l  or part  of the appropr iate premium costs at
the beginning of the leave. �

.24 If the LWOP is for 3 months or more and the
employee elects to retain coverages, the employee
must make payment arrangements with the Benef i ts
Team and pay the appropriate contr ibut ions for the
current month and the fo l lowing month at the
beginning of the leave.  Thereafter, the employee
must submit contr ibut ion payments to to the Payrol l
Team in the Accounting Group (BUS-1) by the 1st
day of each month.  I f  a payment is not received,
the insurance coverages are canceled.  In l ieu of
making monthly payments,  an employee may
choose to pay al l  or part  of  the contr ibutions for
the leave per iod at the beginning of  the leave.
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Continuation of .25 Employees do not earn service credit while on
Retirement Plan LWOP.  However, on return from leave of absence,

employees may reinstate serv ice credi t by making
plan contr ibut ions plus interest.  Service credit is
reinstated af ter contr ibut ions are made.  Employees
consider ing a LWOP should contact a Benef its
Special ist in the Compensation and Benef its Group
(HR-C&B).

Start of Long-Term .26 A PA must be submit ted and approved no later than
LWOP  2 weeks before the start  of long-term LWOP.  The

employee must a lso contact a Benefi ts Special ist in
HR-C&B and the New Hire and Terminat ion Off ice
in HR-S 2 weeks before the start of LWOP so that
administrat ive procedures can be accompl ished.  I f
the leave is an emergency,  a PAshould be submit ted
as soon as possible.

Temporary Return From .27 To return an employee temporar i ly from LWOP to
Leave work status, the group-level  manager sends a

memorandum to the Payrol l  Team  (BUS-1) with a
copy to HR-S and HR-C&B.  Pay rates are the same
as when the employee started the leave; however,
temporary returns of at least 1 pay per iod qual i fy
the employee to be el igib le to receive salary
increases.

.28 Employees who return to temporary work status
(less than 1 pay per iod) f rom long-term leave are
paid only for hours worked.  Hol idays that occur
during the temporary work status are not paid.
Vacation or s ick leave may not be used during �
periods of temporary work status.

Final Return from Leave .29 A PA must be completed when an employee returns
from long-term leave.  I f  the leave is for medical
reasons, the employee must be c leared to return to
work through ESH-2.

DISCIPLINARY LEAVE: .30 Record as “DL” on the t ime and ef fort report .

SECURITY CLEARANCE: .31 The securi ty c learance must be terminated when an
employee is on LWOP for 3 months or longer
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unless DOE grants an except ion.  See AM 702 for
detai ls.
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